Christina Courville

P.O. Box 925

Shepherd, Texas 77371

(936) 628-6206

(936) 628-6084

wetuski@cebridge.net
Administrative Assistant/Bookkeeping

~ Small Businesses to Large Corporations ~

Profile

Motivated personable business professional with multiple skills and a successful thirteen-year track record of administrative responsibilities. Talent for quickly mastering technology. Diplomatic and tactful with professionals and non-professionals at all levels. Accustomed to handling sensitive, confidential records. Demonstrated history of producing accurate, timely reports while meeting stringent guidelines.

Flexible and versatile — able to maintain a sense of humor under pressure. Poised and competent with demonstrated ability to easily transcend cultural differences. Thrive in deadline-driven environments. Excellent team-building skills.

Areas of expertise lie in:

· Computer Savvy (Microsoft Word, Excel, PowerPoint, Maximizer, Outlook)
· Typing (60+ wpm)
· E-mail, Internet 
· Report/Proposal Preparation

· Scheduling

· Budgeting

· Marketing and Sales

· Written Correspondence

· Customer Service 

· General Office Skills

Employment History
Cana-Tex LLC, Houston, TX






2004-Present

Administrative Assistant

Answer multi-line phone system, data, entry, filing, mail sorting and distribution, sort Visa receipts, type and update all forms, business cards, letterhead, etc., typed confidentiality agreements, make copies, faxing, e-mail, insurance certificates, create job files, type master service agreements and establish files, order office supplies, keep updated information for phone list, type project evaluations, project profiles, maintain updated EMR reports, OSHA Logs, PQF’s, Safety Manual, etc., Timesheets, retrieve voice mails and other general office duties.

Kingwood Personnel







2003-2004

Administrative Assistant/Receptionist

On call Administrative Assistant/Receptionist for various companies.

Arias & Associates, Inc.






2001-2003

Administrative Assistant

Tasks included but not limited to answering multi-line phone system, mail distribution, typed proposals, invoicing, billing, payroll, maintained current insurance certificates, marketing, client luncheons, some lab work, numeric data entry, filing, faxing, and other general office duties.

